OFFICE OF THE SECRETARY OF STATE
_ APPLICATION FOR RECORDS RETENTIOA SCHEDULE DEPARTMENT OF ARCHIVES AND HISTORY
STl ] RECORDS MANAGEMENT DIVISION

INSTRUCTIONS: See Publication No. 76—RM—1 for instructions on completing this form. Forward signed original to

Department of Archives and History, Records Management Division, 330 Capitol Avenue, Atlanta, Georgia, 30334,
Attention: Scheduling Section. i

FOR AGENCY USE 1. Agency Address FOR RECORDS MANAGEMENT USE
Application Date Georgia Departmént of Corrections Application Number
Food and Farm Division : -
Application Number Industrial Operations/Programs Date necei\z & oae Completed
2 Martin Luther King Jr. Dr. - MAR - .
Atlanta, GA 30334 APR 231985 | 4 1987
2. Person to Contact . Working Title Telephone Number

Susan Davis Records Management Officer 656-5561

3. Action Requested
a. [¥ Establish Retention Schedule: record will continue to accumulate.
b. O Dispose‘hf present accumulation; no furthgr accumulation anticipated.

c. B Amend Application No. 79 ( o3fe/ 7?2 ] Check One: M Change; M Supercede; 0 Void

4, Dates of Series 5. Records Series Title {followed by title used in office; if different)
Earliest Latest
1979 ] present Corrections Master Food Reports
6. Division and Office Function What is the function of the Division and the Office in which this record series is created? #

The Food Service Section provides technical guidance and assistance as required
to all units of the Department of Corrections to assure adequate food for good
nuérition, properly prepared, for inmates and staff at minimum expense.

P T L P T
uavivallvg

APR 101986
ADMIN/SUPPORT
7. Record Series Description This file contains the following documents finclude form numbers and titles, if any):
Attach samples of the file. : s

Documentsrelating to: Keeping an inventory control over the foods stuff that are provided

to the institutions to give the inmatés a nutritionally balanced diet.

L]

Included are: One computer print-out generated by the daily transactions as reported from
institutions, ORFS-29, ORFS-30.

One computer print-out generated by all activities monthly, one quarterly, and
one annually. ORFS-7 thru ORFS-37.

Fileis arranged: by month generated in. - 4
8. Monthly Reference Rate How often are records referred to which are:
One to six months old _2—; Seven to twelve months old _0__ Thirteen to twenty-four months_old 0 ;

twenty-five monthsandolder ___ 0 ___?

9. Annual ﬁ;tpjof Accumulation of Records

Letter-size drawers ________: Legal-:izé drawers ' - :Shelves _10_; Other {specify)

'
| S

‘AR—50-71; Rev.76 ' — {Over)
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| x | | If not, where is it?

b. Does the series contain confidential mformation requiring security handhng7 I yes, cite law or regulation.

. Is this a vital record? -

| ]
n

d. Does this series have historical or long term research value?

e. When one or two documents in the file make it necessary to keep the entire file for a long penod could these
X documents be scheduled separately?

X £, _Is the information contained in this series ever published? 1f yes, attach copy.

g. Is the information contained in this series ever analyzed and/or recorded in a summarized report?
X If ves. attach copy,

h. Is there a duplication of this series in your office, or in another office or agency?

X If ves. where? State Imnstitutions.
X | i Is this series for a major portion of it} regularly microfilmed?
X " |_i.. Does the record series result in a computer printout?
11. Retention Requirements The foliowmg requlres the series to be kept
a. State Law years. d. Audit period -Y years.
b. Statute of limitation years. e. Administrative need : ¥ years.

¢. Federal law years, f. Federal retention instructions - i years.

Attach copy or excert of laws or regulations. Explain administrative need.

fannual reports needed for 3 year period to satisfy state audit and administration and
budget planning purposes.

12. Approved Disposition Instructions This agency recommends that the file series be cut off at the end of each: .

O Calendar Year; O Fiscal Year; X3 Other See below then,
O Hold in the current filesarea_ __ _month{s) _ veér(s] : then
01 Transfer'to local F holding area; hold __________year{s}; then
O Transfer 10 State Records Center: hold ——_vyear(s); then

O Destioy.” S
O Transfer to State Archives for permanent retention.
X Other (Specify)

Daily Tramnsactions Computer Printouts: Cut off file at end of each month; hold in current
files are until monthly report is verified; then destroy.

Monthly Reports: Cut off file at end of each calendar quarter; hold in current files area
until quarterly report is verified, then destroy. '

Quarterly Reports: Cut off file at end of each fiscal year; hold in current files area
until annual report is verified, then destroy.

Annual Reports: Cut off file at end of each fiscal year; hold in CFA 3 years, then destroy.

These instructions apply to ail prlor and future accumulations of the series.

Head/Des; fSwgpature) Date Records Management Officer {Signature) Date
it & [ oletiin A Jires s /s &
o _
State Records Committee (Signature) Date

Recommendations in para- . } e
graph 12 are approved. State Auditor/Designee % W)’” A0 m
(If disapproved, attach letter ]
of explanation.) Secretary of State/Designee MMO( W»—- . Z/ / 7/ 8

Attorney G;anerallDesignee

AR-50-71; Rev. 76 R
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DEPARTMENT OF

ARCHIVES ano HISTORY
ATLANTA, GEORGIA 30334

3 o 0 1 4 BTATE CAPITOL - " s =

. > ATLANTA. GEORGIA 30334
BT S

S BHONE BB6-2881 AREACooE AD4 -

DIRECTOR &56-2358
INFORMATION 656-2381
AREA CooE 404

RIS — F A,

March 10, 1972

SUBJECT: Records Disposition Standard

T™0: State Board of Corrections, Inmate Administration

ATTH: My, William Lowe

1. Enclogsed {(are) &) approved Records Disposition Standards for the follow-
ing files:

INCOMING-OUTGOING TELETYPE MESSAGE FILE
STATE INSTITUTION'S CULINARY SUBJECT REPORTS FILES

2. The followlng actions will be taken to implement the approved standard

8. Place the disposition standard on the file folder, file draswer, file

cabinet or other type of container in accordance with the following
example and enclosed labeling procedures:

Cut off at the end of each Calendar Year, hold in current files
area one (1) year, then destroy.

b.

AdOD 3 INIWIOVNYW e lopEL

Transfer files to the records center, archives or dispose of them
in accordance with the approved standard

c. Report surplus files equipment to this ¢ffice.
3. Questions concerning implementation of the approved standard should be re-
ferred to this office (656—23’79 or 2380).

State Records Management Officer OF! gl
Archives and Records Building 1N SOV
Atlanta, Georgia 3033%

&0
Enclosures: 1.

AR-50-T1, Fors for Disposition Standards
2. Labeling Procedures




STATE . . OFFICE OF SECRETARY OF STATE
OF A p p.; 1 c a t 10N fo r DEPARTHZNT OF ARCHIVES & HISTOATY PmE
o RECORDS DISPOSITION STANDARD  maconss summmere stviore 1
1 . Avplication Dste IBSTRUCTIONS: See separate instructiane for completion of Jj TOR RECORDS WABAGEMENT DIVISION, USE
front and reverae of this form. 5ign original and two copies Date Recelved Application ¥o, Date Completed

o 'liﬂi\‘-)‘ Application No. nd forward to Department of Archivea and Bistory, alt.'tuu'tiqu:

ecords Management Officer. .. . MAR 8 1972
3 'AEEI, Divisiaon, Subdivision & Administering Office Address N
Board of Corrections - - Rm. 815 -
.Administrative Services - Food & Canteen Div, REGINA GARLAND
270 Washington St.
Atlanta, Georgia 30334

W 10 1972

.Perlon to Contact

. Working Title b Tel. Wo.
.

Steno IIT 656-3790

[7.ACTION REQUESTED e I B!
ESTABLISH DISPOSITION STANDARD; D DISPOSE OF PRESENT ACCUMULATION;
RECORD WILL CONTIRUE TO ACCUMULATE. KO FURTHER ACCUMULATION ANTICIPATED.

W 9 .ﬂAC! SERIES TITLE

. . i Subject
67-present . State Institution's cullnarxifeportsfnu

‘10 Weat functionm performed reaulted in creaticn of this aeries

The purpose of this office is to plan, organize, and direct the entire food
service program for the Department of Corrections including the State Insti-
tutional units and 48 public work camps. This office'develops and implements
‘policies, procedures, and regulatlons for the total food service program.
This office manages the service personnel and also supervises and inspects

the operatlon to insure adeguate standards of performance, quality of food,
service “and sanitation are maintained.

_

ey m—
11 .D!SCBIPTIOI OF SERJES - Include Form Wo. b Form Title, if any

These files are kept alphabetically by topic - This series includes menus,
food cost :gports, monthly staple food inventories, Wardens food allotment
reports, and others - These reports are reviewed and checked as they come
in and are used little thereafter except for limited reference.

i
2. EQUIPHENT GCCTPIED Jo. of Dravers Cu. Tt. of B_ecqrd.] To. of Dravers Cu. Ft. of Reccrds

Letter—site File Dravwers ) ) ANNUAL l-AT! ;:r ACCUH;‘L;ATAIOI_
: 3/4 1 1/4 - 1/2 3/4

In Officeis} Tn Storage Aremin}

Legal=-aise File Drawvers Floor Space Occupied (Square Peet}

e X i -4
P
By Annual Accusulation :::f’ — ittty Rt

Teaur's Year's Years*

AVERAGE DAILY REFEREECES

’or:: AR-50-T1




¢

'F

'

.ll i3
[~ ]

QUESTIONNAIRE e +2 *x* 1s the proper column. If amiver i3 T8S.” piense expisin YES NO-
13. Is this the Record Copy of the series? - | B 1]
1_14. Is there a duplica.tior_l of this sr_erie‘s in another office or agency? . [] %)
15. Isf;ghe. information contained in -.1':.his series ever summarized or published? _ 1 K
16. Does the series contain classified information reéluir:%.ng ‘security ha.'ndiing'?. | 7 [] | B2
17. Does the series document pollCles and procedures of agency s operatlon or f*unctlon'f‘ [1 ®
18. Could the function be performed if 'the flles were lost or destroyed'? C ' [ | []

Institutions keep copies ) a -
19. Is the series (or major portion of it} regularly microfilmed? Tf yes, why? 1 o
20. Does the record series prov:l.de data as input to an EDP file? . ] %] -
21. Does the record series contain deemé'ﬁtafidn produced a.s EDP.‘pri:rlteut? | [] '
22. Is the series affected by Federal or grant funds? 2 2 K
23.'W1]J. there be a need for these records 10, 15 yea.rs frem now" If ,{re;s_rr, what‘? - []:' i
2k, EQUIREENTS. " The following requires the files ‘to be kept____ 1 ___y‘?%:

a.[]STATE ©b.[]STATUTE OF c.[]AUDIT d.[JFEDERAL e.[ZADMINISTRATIVE f.[ JHISTORICAL

LAW LIMITATICN PERIOD ’ LAW DECISION VALUE
(Cite Law, Statute, or other reason for the retention requirement)

No requirement

25.

AGENCY RECOMMENDATIONS. This agency recommends that the file series be cut off at the end
of each -[]CALENDAR YEAR -[JFISCAL YEAR -[]OTHER _ 7 . »then:

A.[]Destroy immediately after cut off.
" B.[]Hold in current files ares - month(s)/ 1 year(s), then
1 -k]Destroy. T
. 2 []Transfer to records center; hold _year(s), then:
a []Destroy.
b [IlTransfer historical material to Archives;
destroy remainder.
3 []Destroy after audit (or year{s) after audit).
C.[]Hold in current files ares indefinitely.
D.{]Hold in current files area year(s), then transfer to Archives permanently.
E.XX0ther Director, State Archives shall be notified before destruction

- XX in order to extract a sample for historical purposes.
(Indicate briefly rationale for recommendations above/or write additional remarks):

Keep for one year and destroy.

(ATTACR SAMPLES OF THE SERIES WHEN POSSIBLE

% Yarentory Yaken vy

A4.4_/ 6", /u /ﬁgﬂi—“‘/ EWM ;2‘:';(..21

v Hea?d
Recommendations : Approved []D1sappjroved (J 7 I 2o, z/x¢/7z
in Paragraph 25 n?ﬁ?bfﬁved ‘[Ipisapproved

v

Direct Archives & liltory Date | |

el K -§-72

Date

are: _L%ﬁﬁproved [JDoisapproved

Approved []Disapproved]|




DEPARTMENT OF
ARCHIVES anD HISTORY
ATLANTA, GEDRGIA 30334

DIRECTOR 6§56-2358
INFORMATION 656-2281
AREA CunE 404

- A,...._.dr_':

~ PHONE 656- 253_; AmEACEoEADd T '

March 10, 1972

SUBJECT: Records Disposition Standard

T0: State Board of Corrections, Inmate Adminigtration ATTN: Mr. William Lowe
‘1. Enclosed (are) &) approved Recorda Disposition Standards for the follow-
‘ ing files: ;
THCOMING~-OUTGOING TELETYPE MESSAGE FILE
STATE INSTITUTION'S CULINARY SUBJECT REPORTS FILES
2.

The followlng actions will be taken to implement the approved standard

8. Place the disposition standard on the file folder, ﬁie draver, file

cabinet or other type of container in accordance with the following
example and enclosed labeling procedures:

Cut off at the end of each Calendar Year, hold in current files
area one (1) year, then destroy.

b.

AdOD 37 INIWIOVNYW SQ¥00N

Transfer files o the records center, archives or dispose of them
in accordance with the approved standard.

¢. Report surplus files equipment to this office.

3. Questions concerning implementation of the approved standard should be re-
ferred to this office (656—-23’?9 or 2380).

o-Frn

"John F. Dunn

State Records Management Officer
Archives and Records Building
Atlante, Georgia 3033%4

Enclosures: 1. AR-50-Tl, Form for Disposition Standsrds
2. Labeling Procedures
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-APPLICATION FOR Recoaos RETENTION SCHEDULE - DEPARTMENT OF ARG e D S v
- BRI - - RECORDS MANAGEMENT DIVISION

~INSTRUCTIONS: See Publication No, 76—RM—1 for instructions on completing this form. Forward signed original to

- Department of Archives and History, Records Management Dms:on 330 Capitol Avenue Atlanta, Georgsa 30334
==~ Attention: Scheduling Section, -~ - T

) Telephone Number
Records Management Officer 656-5561

FOR AGENCY USE 1. Agency Address FOR RECORDS MANAGEMENT USE
Apphcatmn Date Georgla Department of Correct1ons Application Number . - -+~ . .
- .- 777 .| _.Food and Farm Division = IS e T
Application Number — — | . " Industrial Operations/Programs [ “Dete Completed
2 Martin Luther King Jr. Dr. = |- )
Atlanta, CA 30334 ’ APR 23 1986 |
2. Person to Contact Working Title

Susan Da'vis
[
3. JAction Requested .
a. [ Establish Retention Schedule; record will continue to accumulate.
b. [ Dispose of present accumulation; no further accumulation anticipated.

00 Amend Appllcatlon No. 19 . . Check One: 0] Change:
4.\6;tesofSeries e
Earliest Latest

O Supercede; O Void
5. Records Series Title (followed by title used in office; if different)

1979 | present Corrections Master Food Reports '
6. Division and Office Function What is the function of the Division and the Office in which this record series is created?

The Food Service Section provides technical guidance and assistance as required
. _to. .all units of the Department of Corrections to assure adequate food for good
nutrition, properly prepared for inmates and staff at minlmum expense.

IRt LS PRV SR
FLR =R - — 2T

- -

L i o B
:’bf‘wc "‘:u\d

7 MPR1019S

ADM\N/SU PPG’RT

7. Record Series Description  .:-This file contains the following documents {mclude form numbers and titles, if any)
Attach samples of the file, - .

Documents reistingto: Keeping an inventory control over the foods stuff that are prmn.ded
-+-=to the institutions to give the inmates a nutritionmally balanced diet.

B T

Included are: One computer print-out generated by the daily transactions as reported from

institutions, ORFS-29, ORFS-30.

One computer print-out generated by zll act1v1t1es monthly, one quarterly, and
_.one annually.  ORFS-7 thru ORFS-37.

- . ORIGINAL.
SR e RS T AS SUBMITTED

Fnle marranged by month generated 1n. )

- -;.',__,_-- t_n_ e —— e = = -

8. Monthly Reference Rate .. . -; How often are records referred to which are:
" One 1o six months ald‘_"_:g"—, “Seven to twelve months old 0

Thnrteen to twenty-four months old 0 HE.
N . ca L e " . I i 1
twenty-five monthsand older ___0Q . _ 7 . L S :
9. Annual Rate of Accumulation of Records ) . L L e~y
— Lettersizedrawers . ;legalsizedrawers - - - _:Shelves __19__. : Other {specify) — :
AR—S0—71; Rev.76 —~ - - - - - -

= {Qwer)




| .. | 3. Isthis the official copy af the senes?

I i " 1f not, where is it? * N TEETT TR [T AT EET g e oL

. ’Xm “b. Does the series contain confrdentrai mformatlon reqmrmg security handlmg? If yes, &
X . Isthisavitairecord? ~ -~ -~~~ ° ) -
X d Does this series have historical or long term research value? - _

Y SR 8. When one or two documents in the file make it necessary to keep the entire file for a long penod could these I
X | *“'documents be scheduled separatety? e n s PP
X | f. Isthe information ma_ed_rns_ms_emhhﬂed?_lfﬁmm copy, - :

- . g. is the information con_temed in this senes ever analyzed andlor recn‘rded ina summanzed reporﬂ
X | ==}~ ~ifves attachcopy. = ="

h. Is there a duplication of this series in your office, or in another office or agency?

X If yes, where? State Institutioms.
X | i 15 this series (or 3 major portion of it! regularly microfilmed?
X | 'l i Does the record series result in a computer printaut?
11. Retention Requirements The fo!lewmg requrres the series to be kept'
a. State Law ‘ years. - - d Audat penod Ao DT L L S  years.
_b Statut_e of_ !i_r_n_ita_tignr o o — years, ...~ 1 - €. Administrative need - A ¥ years.
" ¢. Federal law . - Y years. il -f Federal retention mstructmns el T ‘years.
Attach copy or excert of laws or regulations. Explain administrative need e . : T

Annual reports needed for 3 year perl.od to sat1sfy state audlt and adm1n1strat10n and * ]
budget planm.ng purposes '

Y E Y ZE TR L A A A LR i'F':f = '*¥If,: ﬂ:j;r N #Ef Commr - i
12. Approved Dlsposmon Instructions - Th:s agency recommends that the flle series be cut off at the end of each: - = - :1::
O Calendar Year; O Fiscal Year; Kl Other _See below then,
[ Hold m the current files area _________month(s) ___ year(s); then
O Transferto local holding area; hold . year(s); then . . :
O Transfer to\State Records Center;hold . _vear(s}; then ) - L
0¥ Destroy A\ 5413024 - _ : -

O Transfer to State Archives for permanent retention.
(X Other fSpecify) LT

Daily Transactions Computer Printouts: Cut off file at end of each month hold im current X
files are until monthly report is verified; then destroy = : : .

2=t B

* e 1—;- -.-.—'--,- — —— e D)

o

LpneraralaTa JReil Rlwrns : o TR

Honthly Reports.ﬁJCut off file at end of each calendar quarter, hold in current f11es area
until quarterly report is verifxed then destroy -

oI MnalIngaT 3R oo Tioono : R LR EITUE - LLF L PR SRR

y 2l T E e el

Quarterly Reports: Cut off f11e at end of each flscal year; hold in’ Current files area '’
until annual report is verified, then destroy.

o - —— > P RS R R : - . J T ST o mm trres L

LGS .lrr,;-ns TN S TIa T A orvr iU Il : [ "H i T B

Annual Reports: Cut off file at end of each f1scal year; hold in CFA 3 years, then destroy

These instructions apply to aII pr’or and fu‘ture accumulations of the series.

Date Records Management Officer (Signature) _ Date -

%Mf()@/ Al %Afg-

B o 117783 Seate Records Committes (Signature) " 7T ¥ Date™ 8
Recommendations in para- ~ ~f - o2e i i v N I . ; S
graph 12 are approved. State AudltorIDesrgnee : ' el T
{If disapproved, attach letter — N . Y
Of GXPIEMUMJ ' - ;‘_, Secretary of State/Designee : —EIC -

... .| . Attorney General/Designee | ~...- . ...~ o s




Archival Appraisal Statement

Georgia Department of Corrections, Food and Farm Division

Series: Corrections Masier Food Reports

This schedule covers computer generated reports showing various stat-
istics about the foodstuffs that are provided for inmates of the State’s
prison system. There are monthly, quarterly, and annual reports.

The schedule does not say anything about the informational content of the
reports and the required file samples are not attached. But I don’t believe
1 need to know more in order to do an archival appraisal in this instance.
I see no enduring wvalue to this series. (Some archivists would contend
that the series should be preserved at least to some degree in order to
give an insight into the guality of treatment of prisoners from a nutritional
viewpoint. I don't think this is worth the trouble.)

Except for the annual reports, which are scheduled for three year re-
tention, the reports will be destroyed as soon as the information is incor-
porated into another report. I do wonder if the three years is sufficient
time from a legal standpoint. The Georgia prison system until a year or so
ago was managed by a court ordered Federal administrator on the grounds
that priscners were ill-treated. The nature of the present times is that
there very likely will be future suits charging the same.

1. Would these reports likely be needed for the Department to defend
itself from charges of mistreatment of prisoners by not properly feeding
them?

2. 1f ves, would the three year retention be sufficient and prudent?

Of course, these are only computer printouts. The data is, supposedly,
still in computer memory and could, therefore, be reproduced whenever
needed. Even so, the questions posed above are beyond my ability to
answer. The matter is properly in the purview of the Law Depariment.

1 also wonder if this schedule should also include disposition instruc-
tions for the data stored on the computer iapes. Again, this is not my

decision to make.

I trust that the above points will be considered by others and if
changes are necessary, I am confident they will be made. As for myself,

o L2
Fakraery 13,0107

I recommend approval.

Vx, 16, 860423.01, Harmon Smith, 2-18-87 361




INITIAL APPLICATION EVALUATION CHECKLIST

PROCESS ING CONTROL NUMBER 8560423-01

AGENCY NAME

CORRECTIONS/FOOD AND FARM DIVISION/INDUSTRIAL OPERATIONS

_/PROGRAMS

SERIES TITLE CORRECTIONS MASTER FOOD REPORTS

ALL ITEMS COMPLETED

SAMPLES ATTACHED

ONLY ONE SERIES OF RECORDS SCHEDULED

COMPARED WITH PREVIOUS SCHEDULES FOR SAME ORGANIZATIONAL UNIT
ACTION REQUESTED AGREFS WITH DATE OF SERIES

ESTIMATED RECORD VOLUMES IDENTIFIED

AGENCY APPROVAL SIGNATURES

EVALUATION COMPLETED/CORRECTED BY (.35

DATE 2 {ZBE@

YES nNO

LEGAL REFERENCES CITED WHEN APPL 1CABLE

FEDERAL RETENTION REQUIREMENTS CITED WHEN APPL ICABLE

ADMINISTRATIVE REFERENCE REQUIREMENTS/ REFERENCE RATE ANALYZED IN TERMS
OF PROPOSED RETENTION REQUIREMENTS

DISPOSITION PROVIDED FOR AlLL COPIES |[OF SERIES) COVERED BY APPLICATION
INCLUDING MICROFILM |, COMPUTER PRINTOUTS, ETC.




HISTORICAL

5. DOES SERIES HAVE FISCAL VALUE (DESCRIBE
8. DOES SERIES HAVE LEGAL VALUE [DESCRIBE

7. DOES SERIES HAVE HISTORICAL VALUE

VALUE COMMENTS

iN COMMENT AREA])
IN COMMENT AREA )

{DESCRIBE IN COMMENT AREA)

CORDS MANAGEMENT OFF [CER COMMENTS

Al

DSua ) O, rte

JJr%r-d' o wo

oewn 3.

! EVALUATION COMPLETED / CORRECTED BY__m_.__HC.ﬂl

OTHER COMMENTS

ad




